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Document Location 
The Fisheries Statistics Division retains the source of this document. The final version will be 
available via the FIS collaboration tool. 

 
Document Development 
 

Subject:   Change history for the Project Manager Guide document 

Comments: Comments regarding this version should be sent via email to 
FIS.PMO@noaa.gov 

Release Date: March 2007 

 

Release No. Date Description 

1.0 02/13/2007 Version 1.0 

2.0 03/07/2007 Version 2.0 includes Section 1.4 Project Timeline 
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Executive Summary 
 
 
The Project Manager Guidelines and Templates document will provide the essential information 
and tools that are needed by the Project Manager in the fiscal year 2007.  
 
This document includes the project plan template and status reporting tools such as status 
report, budget report, and final report presentation. This document is intended to support the 
Project Manager’s efforts to report the progress of the project in a timely manner.  
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1 Introduction 

1.1 Purpose 
This document provides project management best practices to the Project Managers who are 
responsible for the management of the projects within the Fisheries Information System (FIS) 
Program.  By providing the necessary tools and templates to effectively monitor and control the 
project processes, this guide will facilitate the timely exchange of project information between 
the Project managers, the PMT, and the PMO. 
 

1.2 Meeting Program Needs 

All FIS projects are to be executed in a manner that is intent upon meeting Program needs.  As 
such, all FIS funded projects must be able to clearly demonstrate how the end result of the 
project will address the mission, vision, and goals and objectives of FIS. 

Vision – defined as the desired end state and the capability that will result from investments 
over the next 5 to 10 years. 

A comprehensive, continuously updated time series of well documented, high-quality, 
easily accessible information on the nation’s fisheries that supports living marine 
resource stewardship. 

Mission – defined as the purpose of FIS. 

NOAA’s FIS Program delivers fisheries information collection, management, and 
dissemination solutions to improve accuracy, completeness, timeliness, and 
accessibility. The Program leverages Federal-State partnerships and investments to 
provide the information needed to help understand the effects of fishing on living marine 
resources, and to improve the quality of resource management decisions. 

Goals and Objectives – the FIS goals represent the vision statement, decomposed into 
meaningful desired results that guide the investments that will achieve the mission and achieve 
the vision. The FIS Program objectives represent detailed measures that indicate whether the 
goals are being achieved.  

1. Expand and adapt data collection to meet current and future needs. 

 Improve efficiency of data collection (such as eliminate redundancy, reduce burden on 
industry) by leveraging technology and innovation. 

 Identify and fill major gaps in fishery-dependent data (to fulfill FMP, and other 
requirements). 

 Identify and track industry participants. 
 Build tools to improve data collection. 
 Identify, develop, and use validation tools and methods. 
 Meet minimum sampling needs to improve accuracy and precision. 
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2. Build and integrate information management systems within and across Regions. 

 Build cross-regional and national tools to improve data management and data access 
(such as metadata, query, and response). 

 Identify and track industry participants and performance. 
 Build complete regional repositories. 
 Reconcile and link regional systems and repositories. 
 Build access, reporting and summarization tools. 

3. Establish regional and national standards (minimum guidelines) for data collection, 
management, confidentiality, and dissemination to ensure high quality, completeness, 
timeliness and accessibility. 

 Establish data quality standards, guidelines, and practices. 
 Validate and audit self-reported data. 
 Develop data documentation and a metadata repository. 
 Promote educated users of data. 
 Improve transparency for users. 
 Educate users on intended use of data and the dangers of misuse. 
 Provide what is known about data quality. 
 Establish policies and guidelines on the dissemination of data. 

4. Implement and maintain effective partnerships to support collaboration among 
stakeholders and to leverage investments across Regions and the nation. 

 Support strategic and operational program planning and performance management. 
 Support outreach and communication to sustain partnerships, participation and required 

investments. 
 Listen to stakeholders and use that information for continuous fishery program 

improvement. 

1.3 Project Management Framework 
The establishment of project management best practices provides a consistent framework that 
can be used by Project Managers across all FIS projects.  The use of the following standard 
templates will provide a method to easily review, evaluate, and consolidate the project 
information. A structured reporting processes support the Program to identify priorities and 
potential issues.  
 
Templates provided in this document include: 
 

• Project Plan 
 
• Project Status Report 

 
• Project Budget Report 

 
• Final Presentation  
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1.4 Project Timeline 
 
The diagram shows the deliverable timeline in fiscal year 2007. In case the due date is a 
Federal Government non-working day, the report is due the next day. 
 
 

 
 
 
 

1.5 Instructional Information 
These templates have been prepared for use by Project Managers in order to define the 
relevant planned activities for all projects that are funded by FIS.  Within each section of the 
template, instructional information has been provided as an outline to explain the information 
that is needed for each section.  
 
This information is designed to simply assist the Project Manager and can be modified based on 
the specific needs of your project. The instructional information is shown in <green italic> text, 
and should be removed prior to submission of any of the templates. 
 
To obtain copies of the actual templates, or for additional information, please contact the 
Program Management Office (PMO) at FIS.PMO@noaa.gov. 
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2 Guidelines for Completing the Project Plan 
 
The Project Plan is the roadmap that defines what the project is about and how the 
project will be managed, from its inception till its completion.   
 
Each Project Manager is responsible for preparing a Project Plan and then submitting a 
copy to the PMO.   
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The Overview section of the Project Plan is intended to provide the reader with a 
summary of the project. 
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The Management Approach details how the Project Manager will perform the day-to-
day management activities of the project, such as communicating issues, handling 
resource concerns, working with other project managers, ensuring quality, and tracking 
risks. 
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The Project Estimates section provides approximations including the estimated time 
frames to complete each phase, the schedule and duration of activities, the expected 
number and type of deliverables, and anticipated costs. 
 
The names provided in the ‘Project Phase” column of the Work Breakdown Structure 
may be modified to suit the specific project. 
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In order to complete the Project Schedule and Milestones, you may use the table below, 
a spreadsheet, or a Gantt chart to show the task and activity information. 
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The Cost Estimates are a breakdown of the products or services that are required in 
order to complete the project. The items listed in the “Project Need” column are provided 
as examples and should be modified to suit the specific needs of the project. 
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The Project Tracking section defines the status and budget elements for the project – 
each having a separate reporting template.  These tracking documents should be 
completed on a regular basis and submitted to the PMO. 
 
(Note:  Refer to Chapters 3 and 4 for specific instructions on completing the templates.) 
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3 Guidelines for Completing the Project Status Report 
 
The Project Status Report template supports Project Managers’ efforts to monitor and 
control the project.  Key items include project schedule, managing risks, and tracking the 
amount of project funds spent. 
 
The budget information may be tracked with the Project Budget Report (see Chapter 4.) 
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4 Guidelines for Completing the Project Budget Report 
 
The Project Budget Report is a spreadsheet that provides Project Managers with an 
uncomplicated method to track project expenses.  
 
The key steps in completing the Project Budget Report are outlined as follows: 
 

1. In the section, Estimated Phase Costs: 
a. Modify the names of the phases as suits the specific needs of the 

project. 
b. Enter the estimated costs, per each phase.  (These combined 

amounts will automatically appear in the “Total Estimated Costs” ). 
 
2. As the project progresses, enter the amount spent to execute the activities of 

the project for each month, according to each phase.  
 
3. The spreadsheet formulas will automatically calculate all amounts for you. 

 
4. Submit the project budget information with each Project Status Report. 
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5 Guidelines for Completing the Final Presentation  
 
The Final Presentation is a template that outlined the overall project and its 
accomplishments. Also, it provides an overview of the next phase of the project who will 
serve as a baseline to draft the next year spending plan.  
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